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SURVEY OF WH[ | - 25X1

I. PURPOBE:

To stuly the afficiency of systems, procedures and
25X1 sctivities of the WR _ |snd to reviev the personnel
‘ requiresents.

IY. BCOPE AND BACKGROUND:

At the request of the Chief of the WH Support Btaff s survey

' was degun April 1. The survey wes confined chiefly to the [ | 25X 1
25X rersonpel aod operstions. However, in tracing the procedures
T wes necessary to comtact the seoretary to the Division Chief
spd one Bramch secretsry. A canperative study of other| |  25X1

was unde to establish common sotivities.

I1I. FINDINGS:

2. The sctivities carrisd on by the WE[ __ |ere 25X1
1 an outgrouth of varicus requirements placed on
them by the cowpopents they serve, sone require-
wepts appear to be a carry over Trom the Cuban
| crises period,

25X4 . [ | personnel sttempt to renler a service
1 'par sxcellance' to the “front office™.

c. Certain files kopt by the[ | duplicate 25X1
thewselves and/or overlap similar ones at the
Branch or other office 1svels.

25)(1‘ 4. @ is retaining chrono coples of cables
end dispatches far beyond the six-wonth limit
established for these files in the DDP area.

e. Operatiocns performed by the | —__ |=ppear to
be oonfucted without benelit approved poliey 25X1
or plsns giving rise to considerable flexibility.

f. Extensive overtiwe is being utilized toc perform
normzl day to day operstions.

€. Uneconomical use of filing equipwent.

1. Fersonnel sasigomenta and reguirewents should de
realigoed for better utilization of skills.
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Iv.

v.
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CONCLUSION:

By streamlining procedures, realigni  assignments, dis-
continuing the maintensnce of duplicate fggns, and cliu;nstiag
unnecesgsry detsiled operations, the efficiency of working
operaticns could be improved and overtime in the[ | re-
duced by approximetely 85%.

ATTACHMENTS SUPPORTING THE SURVEY ISCLUIR:

8.

b.

e.
d.

Discussion of WH ctivities,

A comparison of WH, BE, BE, and WE| |
Report of Overtime for WH - .
Recommerdations.
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